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Welcome to— 


JACKSONVILLE CHAPTER—JACKSONVILLE, FLORIDA 


OFFICERS 
President Mrs. Ethel S. Lindsay 


71 West 27th St., Jacksonville 8, Fla. 
Vice Mrs. Maureen Hohenhausen 
President 7816 Tory Place West, Jacksonville, Fla. 
Recording Miss June Stoy 
Secretary 


1538 Tiber Ave., Jacksonville 7, Fla. 
Corresponding Miss Fern Grimm 
Secretary 


2951 Rosselle St., Jacksonville, Fla. 
Treasurer Miss Mary Tonissen 


2309 Park St., Jacksonville, Fla. 


WASHINGTON, D.C. #2 CHAPTER — WASHINGTON, D.C. 


OFFICERS 
President Miss Mary Robinson Neagle 
1026—16th St., N.W., Apt. 305 
Washington 6, D. C. 
Vice Miss Edith L. Earman 
President 519 Greenwich St., Falls Church, Va. 
Corresponding Mrs. Margaret M. Butler 
Secretary 5810—66th Ave., Eastpines, Md. 
Recording Miss Marian Gaumond 
Secretary 53 Farragut Pl. N.W., Washington 11, D. C. 
Treasurer Mrs. Lily Morris Warren 


6217—42nd Ave., Hyattsville, Md. 


PRESIDENT’S CHANGES OF ADDRESS 
Esther Johnson 


Route 2 Stanley Hill 


Mrs. Marian Parsons 


Manetta Watson 
23 Pearl Avenue 
Coeur D'Alene, Idaho 


105 Devonshire Hall 
Oil City, Pa. 





Burmont Rd. & Drexel Ave. 
Drexel Hill, Pa. 
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COVER STORY 
From the year 1859 when the first oil 
well was struck in Titusville, Pennsyl- 
vania, the oil industry has prospered 
and grown. Oil-producing states such as 
Texas, California, Louisiana and Kansas 
played a leading role in the United 
States 1951 total production of 2,242,- 
698,000 barrels of oil. The 1949 sta- 
tistics reveal that approximately 450,000 
persons are employed in the various 
phases of oil production. We pay spe- 
cial tribute to the part our NSA secre- 
taries contribute. Coat, Frank & Seder’s, Pgh. 
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Miss Charlotte Howard, first woman to hold the position 
of Assistant Secretary of State, is a native daughter of Ari- 
zona. A native of Phoenix, and educated in the public 
schools of the capital city, she not only is the first woman 
to become Assistant Secretary, but also is one of the few 
women in Arizona’s history to hold a major appointive 
state office. 

Her public service career began in 1937 when she was 
requested to join the staff of the State Superintendent of 
Public instruction. After five and one-half years service with 
that agency, during a large part of which she was secretary 
to the assistant superintendent, she resigned to become sec- 
retary to Dan E. Garvey, then Secretary of State of Arizona, 
and later to become the State’s Chief Executive. When 
Wesley Bolin was elected Secretary of State in 1948, recog- 
nizing Miss Howard's extensive knowledge of the operation 
and functions of the Secretary’s office, he requested her to 
remain in service under his administration. 

In June of 1951 when a vacancy occurred in the position 
of assistant secretary, Mr. Bolin designated Miss Howard 
to fill the office. Her duties include, in addition to serving 
as personal secretary to Mr. Bolin, supervision of the entire 
staff and its functions, which include registering trademarks, 
preparing appointment papers for notaries public, filing, 
recording and mimeographing of laws newly enacted by 
the State Legislature, and other general office procedure. 


Miss Howard shares with Mr. Bolin the heavy responsi- 
bility fer cor cctly preparing certification of candidates and 
measures tor the state’s biennial elections. Under his direc- 
tion, she also assists in conducting the state’s official canvass 
of election results which is required to establish election 
outcome as official. 

Miss Howard recently assisted Mr. Bolin in planning 
and organizing the 34th » nnual Convention of Secretaries 
of State which was held in Phoenix during the month of 
October, and acted as hostess throughout the Convention. 

Her social activities include charter membership in the 
Valley of the Sun Chapter, Phoenix, National Secretaries 
Association. She is at present the Chapter’s Recording Sec- 
retary. 

Needlecraft of all types, sewing and tailoring of her own 
clothes, plus an ardent culinary interest, are listed among 
her chief hobbies. 
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INTERESTING PEOPLE 


CHARLOTTE HOWARD 


HELEN A. MOE 


Mr. Griffith E. Brogan, President of the Brogan Construc- 
tion Company, is to be congratulated upon having chosen 
as his Secretary and Administrative Assistant, the charming 
and talented Helen A. Moe, member of Hawkeye Chapter, 
Des Moines, Iowa. 


Miss Moe, a native of Des Moines, moved to Pennsy]l- 
vania during her junior year of high school. She is a gradu- 
ate of Lansdale High School, Lansdale, Pennsylvania, and 
was employed by a Philadelphia architect prior to returning 
to Des Moines in 1938. The first five years back in her 
home town found Helen working as secretary to a firm of 
local architects. In 1943, she became secretary to the Man- 
ager of the Bridge Department of the Pittsburgh-Des 
Moines Steel Company. It was during her employ with this 
company that she became associated with Mr. Brogan who 
in 1946 formed his own bridge construction company. 
Helen joined his firm shortly thereafter. Helen’s entire 
career has been in the field of design and construction and 
she has become well versed in blueprint reading, building 
construction and bridge construction. 


NSA has been of utmost importance to Helen since her 
initiation in January, 1947. She served her Chapter as 
Recording Secretary and as President. Helen was Hawk- 
eye’s delegate to the Fourth National Convention in Chicago 
and has represented her chapter at a number of regional 
meetings. She was a convention appointment to the Na- 
tional Scrapbook Judging Committee during the Sixth 
National Convention held in Houston, Texas. 


Under Miss Moe’s skillful guidance, the “Hawkeye Key- 
hole” has become one of the outstanding chapter bulletins. 
She is serving as its editor for the second year and is Iowa 
State Reporter for the Northwest District. Helen’s love of 
photography and art have been instrumental in the prepar- 
ation of the Chapter Scrapbook. 


Despite her devotion to NSA and her career, Helen has 
found time to continue her activities in her church, the 
Community Theatre, Order of the Eastern Star, and to main- 
tain a home for her father. 
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REPORT FROM QUALIFICATIONS COMMITTEE 


The well-written letter, giving all the facts pertaining to 
the transaction involved, has often been called the “ambas- 
sador of good-will” of the business world. It, of course, con- 
tains complete, concise, and current information, which 
results in the obliteration of misunderstandings and delays 
in closing the transaction. 


So it is with the submission of an application—and in 
this case, your application for the 1952 CPS examination. 
To help you in completing your application, and based on 
the experiences of the Committee on Qualifications for CPS 
during the processing of applications for the 1951 exam- 
ination, listed below are some of the items which must be 
included on your application: 


1. Full name. If married, indicate it, and also list your 
maiden name. 


2. Complete address. If you move after your application 
has been submitted, the Chairman of the Committee on 
Qualifications should be notified immediately. 


Name (immediate supervisor as well as firm name), 
street address, and city in which located, of present as 
well as former employers. If you do not know the pres- 
ent addresses of former employers, it is necessary that 
you secure this information in order that it may be in- 
cluded on your application. Inasmuch as all present and 
past secretarial experience must be verified by the 
Committee on Qualifications, disapproval of your ap- 
plication may be the result of the submission of inade- 
quate information. 


eo 


4. Full information concerning educational background. 
If you are a high school graduate, what type of course 
did you pursue? 

5. Your $5 check to cover the processing fee, made out 
to the Committee on Qualifications for CPS—and, it 
should be signed. 


You are probably thinking that any secretary would, from 
habit, submit all the above information, but approximately 
70 per cent of those who submitted applications for the 
1951 examination did not include all the above necessary 
information. That is why the Committee on Qualifications 
is asking your assistance in publicizing the above facts to 
non-NSA members who submit applications, as well as 
taking advantage of it yourself. 

As you know, the deadline for submitting applications 
for the 1952 examination is June 1, 1952. Application 
processing will start on April 1, and it is hoped that no 
application will require more than one month to process. 
This will depend largely on the submission of complete in- 
formation by the applicant. 

The Committee on Qualifications for CPS for 1952, in 
addition to your Chairman, is composed of Jack Milligan, 
Chief State Supervisor of Business Education, State Depart- 
ment of Public Instruction, Lansing, Michigan; Charles S. 
Weber, Chief of Training, Michigan State Civil Service 
Commission, Lansing, Michigan; and Mrs. Kay B. Ware- 
ham, Departmental Supervisor, Women’s Personnel Divi- 
sion, The Dow Chemical Company, Midland, Michigan. 

DOROTHY BENTLEY 
Chairman, CPS Qualifications Committee 


Dorothy M. Bentley, Secre- 
tary of the Institute for Certi- 
fying Secretaries and Chair- 
man of the CPS Qualifications 
Committee, was born in Mid- 
land, Michigan, and received 
her secondary education in 
Midland and Lansing, Michi- 
gan. She is a graduate of the 
Lansing Business University 
and received further training 
through extension courses. 

Miss Bentley was a charter 
member of the Lansing Tue- 
bor Chapter and served as Vice President in 1946-47, and 
President in 1947-1948 and 1948-1949. She was instru- 
mental in organizing the first university-sponsored program 
for preparation for the CPS examination. She was Chairman 
of the National Education Committee in 1948-1949; Chair- 
man of the Michigan and Ohio Inter-Chapter Council in 
1947-1948 and 1948-1949; and Michigan State Advisor in 
1949-1950 and 1950-1951. 

Her first five years of experience were as secretary to the 
Principal of East Lansing, Michigan High School. Following 
this, she joined the staff of the Michigan State Board of 
Control for Vocational Education, and for the past nine 
years has been secretary to the State Director of Vocational 
Education and Personnel Officer of the Office of Vocational 
Education. 
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Letters, reports ... anything you type right through Nylex 
gives you a finished product you'll be proud to present for 
the boss's signature. You get a darker, sharper write... 
truly “prestige-building” printwork! And Nylex makes 
your work easier, too! It's one-third longer than average 
ribbons and so durable that you change ribbons “once in 
a blue moon.” Add to this the fact that it erases easily and 
cleanly and you have the ideal typewriter ribbon... Nylex! 


for that “Special” need 
..-heavy duty Nylex 


For those “ribbon-killing” operations ...acccunting ma- 
chines, or typewriters with extremely hard platens (for 
multiple copy production) remember “Heavy Duty” Nylex, 
to ease your work and give you the outstanding results you 
want. “Heavy Duty” Nylex is engineered to withstand the 


ultimate in pounding punishment. 
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Region IIT Meeting 


The HEART of NSA is in CPS was the theme when 
PIONEER CHAPTER, Charlotte, North Carolina, were hos- 
tesses to the meeting of Region 3, North and South Caro- 
lina, held at the Hotel Charlotte, January 25-27, SEVP 
Margarette Bibb presiding. 

At the banquet on Saturday night the first CPS Certifi- 
cates were awarded to five deservedly proud girls from the 
Southeast—Mrs. Cleo Bagby and Miss Thelma V. Suiter, 
of Huntington, West Virginia; Misses Grace A. Levengood 
and Bonnie Ann Parker, Chattanooga, Tennessee; and Mrs. 
Dorothy B. Rowe, Cumberland, Maryland, pictured below. 
The Certificates were awarded by Mr. W. G. Turquand of 
New York City, National Sales Manager, Typewriter Divi- 
sion, Underwood Corporation, who also gave the address. 
Mr. Turquand is one of the six representatives of business 
on the Institute for Certifying Secretaries and is Chairman 
of the Certificates Committee of the Institute. 

Mr. Turquand’s boundless enthusiasm for CPS was re- 
flected in his talk. He stated that the Institute wanted 
suggestions and ideas from experienced secretaries. He felt 
that the girls who passed the tests represented a wide field 
of business activity; that the examination covered a consid- 
erable cross-section of the secretarial profession; and that 
it did not favor any particular type of secretary. The holders 
of the Certificates have a great responsibility because the 
value of the CPS Certificate of the future will be judged 
by them. 

There were 43 members registered outside of the hostess 
chapter, 65 registrations including the hostess chapter, rep- 
resenting 13 chapters. The attendance award went to the 
Chapter coming the farthest distance—Durham, North Car- 
olina. Brief and excellent talks were given on Chapter- 
Procured Chapters, Membership, Duties of Officers, Bosses’ 
Night, Attendance Committee, Publicity, and a Model Chap- 
ter Meeting was conducted by the Durham Chapter, Hallie 
Hicks presiding. There were reports from Southeastern 
members of National Committees—Bulletin, Scrapbook, 
and the NSA Home. Margarette Bibb brought news from 
National, plans for the Southeastern District Meeting in 
Atlanta, Georgia, and the National Convention. 

The hostess chapter entertained at an Open House on 
Friday night, and the bosses were hosts at a cocktail hour 
before the banquet. Business equipment displays were 


sponsored by Royal Typewriter, Soundscriber, Underwood, 
and Remington Rand. 











MARCH, 1952 


C. A. HARRELL 


Whether it be a small organization or a large organiza- 
tion, the invaluable assistance of a good secretary can never 
be over-emphasized. 

Today the secretary not only is performing general sten- 
ographic and clerical tasks, but she is performing many 
additional functions, the proper execution of which makes 
the possession of certain general characteristics important. 


Principally, there are seven characteristics which I feel a 
secretary should possess above all others. 


FIRST, THE ABILITY TO OFFER COMPLETE AND 
THOROUGH ASSISTANCE IN THE PREPARATION 
OF LETTERS AND REPORTS. To do his job effectively, 
the executive must receive complete and thorough assistance 
from his secretary in the preparation of letters and reports. 
Working under the pretense of being the executive, the 
secretary should submit completed assignments to the exec- 
utive only after they have been thoroughly investigated, 
finally summarized, and carefully proofread. 


During the process of working out the details of a letter 
or a report the secretary should not bother the executive 
with questions nor continually report problems which are 
encountered in the undertaking. It is impossible for the 
executive to do his job effectively when he is kept busy 
helping the secretary work out minor details. There is hard- 
ly a reason why the assignment cannot be submitted on 
paper without the need for oral presentation. If questions 
arise following the presentation to the executive of the 
secretary's work, brief consultation will often suffice to iron 
out differences. 

SECOND, LOYALTY. Loyalty means a genuine, willing- 
hearted, and enthusiastic devotion and interest to the pur- 
pose served by the organization. Such loyalty means ignoring 
all selfish interests, personal animosities, or petty jealousies 
that might exist between herself and other office personnel, 
and making the interests of the organization her own. 

Often sufficient credit is not given to the loyal secretary 


Mr. C. A. Harrell, Vice President of the National Council 
for Community Development, was born in Wakefield, Vir- 
ginia and received degrees from Randolph Macon College, 
Columbia University, University of Cincinnati and Syracuse 
University. He is the author of numerous articles dealing 
with various phases of municipal government. 


WHAT I EXPECT OF A SECRETARY 


who does an effective job. Thoughtfulness on the part of 
the executive to commend a secretary for work well done 
is of primary importance. Without occasional praise, the 
loyal and efficient secretary will soon discover within her- 
self only a blind obedience which is harmful to the morale 
of the organization and to the end it serves. Loyalty is a 
reciprocal relationship between the executive and the sec- 
retary. Unless this relationship prevails an inspired office 
staff soon may find itself reduced to a feeling of bafflement 
or indifference. 

THIRD, GOOD WORK HABITS. To be successful, a 
secretary must be willing and able to work hard to develop 
the habit of good work. For the secretary just to look busy 
or industrious is of no significance unless her work is so 
planned and outlined that she is getting things done. The 
secretary need not work overtime if her work has been sys- 
tematically laid out and properly planned. The secretary who 
puts forth the best efforts on the job by developing good 
habits of work is the secretary who will be successful. 

FOURTH, A PLEASANT AND TACTFUL MANNER. 
In municipal offices especially it is necessary that the sec- 
retary be pleasant and tactful. The secretary should realize 
that the public is being served and that an arrogant and 
unresponsive attitude on her part is intolerable. 

As a receptionist she must be able to deal with many 
different people and the problems which they bring to the 
office. There is never a reason why any caller should leave 
the office with a feeling of indignation brought about as a 
result of a secretary's lack of interest or cordiality. 

The secretary in a municipal office must have a profound 
desire to understand the interests of the public and allow 
this interest to find expression in her manner of serving. 

FIFTH, SELF-CONTROL. One of the most important 
traits that a secretary should have is that of self-control. It 
is not unusual for her to be working under pressure. The 
secretary is appreciated who is always cool-headed and com- 

(Continued on page 10) 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


We have discussed the elements of a contract in previous 
articles. Some note should be made of the types or classes 
of contracts. 
When the parties express their intent orally or in writ- 
ing the contract is express. Where intent is drawn from 
their conduct, the contract is émplied. The most common 
puzzling question among laymen is whether an oral con- 
tract is legal. Under the law, some contracts are required to 
be in writing, but unless so required by statute, an oral con- 
tract is just as legal as a written one, although it is more 
difficult of proof. 
Willie Pay, telephoned a grocer, Al Acart and ordered 
$50 in meat and groceries. Acart made delivery. Although 
Willie did not say that he would pay, the law inplies that, 
because he ordered the groceries, he will pay their reason- 
able value. 
Dee Vellopt, a buxom blonde, owned a house, which was 
struck by lightning and the chimney destroyed. Her sister, 
who was visiting, hired a handy man, Jack Alltrades, to 
build a new chimney. The job took three days and Dee saw 
Jack working there each day. When the work was ended, 
Jack demanded payment from Dee, who refused, saying 
that she never hired him. The work was done for her bene- 
fit and since she saw it being done, she had a duty to stop 
him if she did not intend to pay. The law implies a promise 
to pay because of her knowledge and acquiescence. 
Al Bacurky, sold all the chick- 
ens on his farm to Zilch. Neither 
party knew that shortly before, a 
fox had raided the henhouse, kill- 
ing all the chickens. Zilch had 
» paid $300, but when he went for 
» the chickens, he discovered the 

tragedy. Bacurky refused to return 
the money, saying “I did not know the chickens were dead.” 
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Held: Zilch can recover, as both parties were ignorant of 
the fact that the subject matter of the contract was not in 
existence when the contract was made. A contract to return 
the money is implied by law. If the chickens were destroyed 
after the contract was entered, then Zilch could not have 
recovered. 

Some contracts are required by law to be in writing. In 
England a law was passed in the sixteenth century called 
the “Statute of Frauds.” Certain sections of the act are the 
basis for similar laws in most states today. 

Recovery may not be had on certain contracts, otherwise 
legal, unless the agreement upon which suit is brought 
is in writing and signed by the party to be charged, or 
someone authorized by him. 

The writing need not be a formal contract. It may only 
be a memorandum, which contains the material terms, the 
subject matter and consideration. If only one person signs, 
the contract binds that one alone. It cannot be enforced 
against the party who failed to sign. 

Sales of personal property exceeding a certain amount 
(which varies with the different states) cannot be enforced 
unless in writing. 

Generally the following contracts, to be enforceable 
must be in writing: 

1. Agreements where marriage is the consideration. 

2. Agreements which by the terms are not to be 
performed for one year. 

3. Promises to pay the debts of another. 

4, Promises by an executor or administrator to pay 
claims of the estate from his own funds. 

5. Contracts for the sale of real estate or leases for 
more than a certain time period prescribed by law. 

Ben Dix owed $100 to Payda Loan Co. When Ben was 
unable to meet his payments, his aunt Rhea Nigg went to 
the company and promised to pay Ben’s debt in thirty days. 
At the expiration of that time the finance company was not 
paid, and suit was brought against Rhea because she had 
assets from which collection could be made. No recovery 
was allowed against Rhea. She signed nothing, and a prom- 
ise to pay the debts of another must be in writing. 

A. Smoothy, a dashing young bachelor, played such a sweet 
tune with a wealthy widow, 
Clara Knett, that she agreed to 
sell him her bungalow for $15,- 
000, although it was worth far 
more. Smoothy gave Clara $1,- 
000 handmoney and said his 
lawyer would prepare an agree- 
ment of sale. Later Clara refused 
to sign the agreement and ten- 
dered Smoothy his $1,000, which he refused to accept. 
Smoothy sued, asking the court to compel Clara to deed 
him the house on payment of the purchase price. He could 
not compel her to sell him the house, as there was no writ- 
ten agreement. An agreement for the sale of real estate 
must be in writing. 
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FLEXOWRITER (68) 

The new Flexowriter is a single, com- 
pact unit permitting a record tape to be 
made and then used on the same machine 
for automatically making any number of 
original, personalized copies. Names and 
addresses may be inserted manually or 
from a record tape. 
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SECRA-TYPE DESK (69) 

The Worden Secra-Type desk contains a 
stationery compartment (as well as a type- 
writer) placing letterheads, envelopes and 
other supplies where they are instantly ac- 
cessible, without turning constantly from 
one side of the desk to the other. Available 
in different sizes. 


CEDURES 





MASTER TAPE GUIDE (70) 

Just the width of the master and carbon 
tapes, this master tape guide attachment 
manufactured by the Master Addresser Co. 
will be welcomed by typists who deal with 
mailing lists. 





COILETTE PHONE CORD COILER (71) 
A practical and unique device from Huff 
Sales Co. Easily and quickly snapped onto 
the telephone cord, Coilette positively elim- 
inates kinking and tangling of the cord. 
Automatically coils the cord into a neat roll 
by the telephone after each call. Keeps the 
cord out of the way—and from catching on 
desk corners and desk drawers and from 
interfering with papers on the desk. 





AMFILE 4-WAY SORTER (74) 

For sorting all kinds of office papers pre- 
paratory to final filing or posting. Can be 
used in four different ways—one side has 
alphabetical and daily leaves, the other side, 
monthly and numerical. 

The Sorter is only 4” wide and light- 
weight. 


LUCITE LINE MAGNIFIER (72) 

Rite-Line Corporation announces a new 
line magnifier attachment for use with the 
standard Rite-Line Copyholder. With this 
new line magnifier, made of unbreakable 
lucite, it is much easier for the typist to 
copy from small type or from documents 
which are not readily legible. It also facili- 
tates the reading of ordinary copy and is 
restful on the eyes. 


Il 


Gentlemen: 


SENSIMATIC ADDING MACHINE (73) 

Burroughs Adding Machine Co. has ex- 
panded its accounting machine line with 
the release of a new multiple register Series 
300 Sensimatic which remembers as many 
as 11 different figure totals at once. 

The machine, which features automatic 
control of its operations through a “sensing 
unit,” was engineered and designed spe- 
cifically to handle complex accounting work. 


‘ 
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610 Woop STREET 
PITTSBURGH 22, PA. 


I would like further information on the items circled below: 


68 69 70 


Name ou 





Address____ ; ae 
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Company Name 
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Keep The “Pot” Boiling 


It had been the conviction of the Spokane, Washington 
Chapter for some time that NSA members should not nar- 
row themselves to activities identified only with the Asso- 
ciation but should also take an active part in the civic affairs 
of the community. 

They decided to adopt a project which could be definitely 
identified with their chapter. After several programs had 
been presented to the group, it was decided to “pioneer” in 
Spokane an activity, which has been conducted for many, 
many years with continued success in Sioux City, Iowa. 
Thus, the Bell-Ringers’ Contest had its “initiation.” 


This project is conducted on behalf of the Salvation 
Army. After many personal contacts they finally convinced 
several civic and fraternal organizations of the worthiness 
of this activity, and so . . . the Salvation Army kettles were 
manned the Saturday before Christmas! 

A Team Captain was appointed for each group partici- 
pating and each tried to outdo the other with some stunt to 
attract the public to their kettle to make their contributions. 
Besides filling the kettles, the public caught the feeling with 
them, and it created the good old-fashioned Christmas 
Spirit. The winning team was awarded an engraved bell. 


The joy of this project is that it takes no financial risk of 
success . . . just a little time on the part of each member. 


REE 
to Readers of 


THE SECRETARY 


We have prepared a handy “finder” that tells 
you, almost at a glance, the correct typewriter 
paper for every business and professional use. 

It is designed to make the buying and use of 
paper and envelopes more efficient. It elimi- 
nates wasteful spending (inexpensive papers do 
for temporary use, inter-office memos), it en- 
ables productive spending (finest paper for per- 
manent work and important correspondence). 

Eaton’s Paper Selection Chart gives you use- 
ful knowledge of paper that few people have. 

Write to Miss Margaret Falconer, Eaton Paper 
Corporation, Pittsfield, Massachusetts, for your copy. 


TO. 
ehtONG 
+ * 
TYPEWRITER 
" PAPERS Ps 
USA 
: CR KS * 








Casting dollar bills into the kettle held by Major H. D. Gold- 
thwaite of the Salvation Army are, left to right: Miss Martha 
Rosamond, President of the Spokane Chapter; M. E. Bowler, 
American Legion Post 9 Chairman; and Mrs. Floyd Protto, 
Chapter Chairman of the program. Seven city groups partici- 
pated in this project which was staged for the second year. 


What I Expect Of A Secretary 


(Continued from page 7) 


posed even when working under abnormal stress. The sec- 
retary who possesses self-control, who does not fly off the 
handle at the slightest provocation, and who does not have 
an unruly temper is the one who goes far toward adding 
composure to an office. 

SIXTH, GOOD MORAL CHARACTER. The one per- 
sonal trait which finds expression in everything a secretary 
does is the moral character of the secretary. For an office to 
be able to build and maintain good prestige and a reputa- 
tion of unquestioned honor and integrity, it is necessary 
that the secretary exemplify this important quality. 

SEVENTH, A WILLINGNESS TO LEARN. The secre- 
tary recognizes soon after she has been on the job that the 
training she received in any school previous to her employ- 
ment is insufficient. A willingness and enthusiasm to learn, 
plus the ability to acquire the additional knowledge neces- 
sary for the job, have to make up the deficiency. 

Such willingness and enthusiasm are highly contagious 
and easily communicated to others. Although average in- 
telligence and good judgment are necessary requisites for a 
secretary, the persistence and untiring energy of a loyal 
secretary toward a job can never be over stressed. 

To be willing to learn is applicable not only to the job, 
but a secretary should have a wide field of interests so that 
conversation with office callers can be easy and interesting. 

A common failure among many secretaries is that they 
do not recognize soon enough that they have learned and 
they are therefore reluctant to use the knowledge acquired. 
The fear of making mistakes should not discourage the sec- 
retary. All make mistakes. Just try not to make the same 
mistake twice. The secretary who does not make an occa- 
sional mistake does not do any work, nor does she develop 
initiative. 

If these seven characteristics can be acquired by a secre- 
tary; namely, the ability to offer complete and thorough 
assistance in the preparation of letters and reports, loyalty, 
good work habits, a pleasant and tactful manner, self-con- 
trol, good moral character, and a willingness to learn, then 
I believe the secretarial profession will maintain its position 
of honor and prominence in both business and government. 











. « WIN YOUR VACATION! 


IN DICTAPHONE’S SECRETARY CONTEST 









Prizes for everyone: 
Free 76-page secretarial handbook, 
Letter Perfect, for every contestant. 


1. For Winner and Girl Friend: two-week 
Bermuda vacation . . . sailing via the Furness 
luxury liner, Queen of Bermuda, staying at the 
internationally famous Princess Hotel, re- 
nowned for its entertainment and sports 
facilities. 


2. For Winner and Boss: New Dictaphone 
TIME-MASTER electronic dictating and tran- 
scribing machines! 


2nd PRIZE: $200 u.s. savings Bond 
3rd PRIZE: $100 u.s. savings Bond 








HERE’S ALL YOU DO 


« Finish this easy sentence in 100 words or less. 
= “My boss and I need the Dictaphone TimE-MASTER because...” 





Here are helpful winning hints! 


TIME-MASTER saves time and effort for 
boss and secretary...helps both accomplish 
more, faster than with any other method. 


Portable, versatile TIME-MASTER records 
phone calls, conferences, ideas, information, 
reports . . . every syllable of dictation 
radio-clear. 


Unbreakable plastic Dictabelt record is 
used once . . . can be mailed, filed or simply 
discarded. Magic Ear fits easi- 
ly as an earring, leaves one ear 
free for the telephone. 







Visit your local Dictaphone 
office or request literature for 
even more helpful hints. 








Here are the simple, easy rules! 


1. Type your completion of the Dicta- 
phone sentence in 100 words or less on 
your employer’s business letterhead. In- 
clude your boss’ name since he may win 
with you! Each entry must be original 
work of contestant submitting it. 


2. Mail entry to Contest, Dictaphone 
Corporation, 420 Lexington Avenue, New 
York 17, New York, post-marked no later 
than April 1, 1952. Be sure your name and 
business address are plainly written. Sub- 
mit as many entries as you wish. 


3. Contest open to any secretary em- 
ployed in the United States, except em- 
ployees of Dictaphone Corporation, its 
authorized sales agencies, advertising 
agencies, and their families. Contest sub- 
ject to all Federal and State regulations. 


Hurry! Hurry! Contest closes April 1, 1952 


4. Entries will be judged for originality, 
sincerity and aptness of thought by Dicta- 
phone Corporation’s Contest Committee. 
Judges’ decisions final. Prizes are listed 
elsewhere in this advertisement. Duplicate 
prizes awarded in case of ties. No entries 
returned. All entries, contents and ideas 
therein become the property of Dicta- 
phone Corporation to be used as it sees fit. 


5. Major prize winners’ names will be 
announced about one month after the 
close of the contest. All winners will be 
notified by mail. If you want a complete 
list of prize winners, send a stamped, self- 
addressed envelope to address in Rule 2. 
Lists will be available about six weeks 
after the close of the contest. 








DICTAPHONE. ces» 9900 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation 
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Beauty is your Business 


by GEORGIA CASH 


Hi, gals. We're back on the beam again this month and 
we are still going to do something about that “spare tire” 
—editor or no. Speaking of inflated middles, let's have a 
look. Mind? Hmmm—not ¢oo bad, but remember the rule. 
Waist should be from ten to twelve inches smaller than 
hips and bust, and phooey on Venus. She may have had an 
ideal figure in her day but this is the year of our Lord, nine- 
teen hundred and fifty-two and our males like ‘em slimmer. 
So - - just an inch or two off, huh? Ready? Here we go - - 

Stand with your feet about 20 inches apart, your tummy 
pulled way up and hips tucked under. Place your hands, fin- 
gers interlocked, back of your head, pushing your head 
against your hands and pulling your hands against your head 
at the same time (it can too be done! ). Now very slowly 
swing down and out in front—bending from thighs and 
keeping the back bone straight. Pivot around to your right 
and up—on over to the left, down in front again and up to 
the right again. Reverse sides and repeat. Five times in each 
direction to start and build to a count of ten for each side. 
Got it? Now, take your upright position again and bring 
your arms up from your sides, shoulder height and palms 
up. Finger tips should be pointing to side walls of room. 
Swing the upper part of your body to the left, hips straight 
in front, and reach down with your right fingers for your 
left heel—back up straight slowly—and swing to the right 
and reach with your left fingers for your right heel. See, we 
told you -hese would be easy. Start with a count of ten to 
each side and build to twenty. 

These exercises are especially for your middle but they 
help in a lot of other ways. F'instance, they help you to 
walk better—run better—fight, dance or anything. Know 
why? They're coordination exercises and loosen up your 
entire muscular system. We're not kidding, they do. Ask 
any professional dancer how he keeps in dancing trim. 

Let's see how many inches you can take off while we're 
cooking up something real tough for next month. Bye for 
now. 








Mrs. Dorothy MacPhee, Executive Field Representative pre- 
sided at the December 12, 1951 installation ceremony of the 
Roanoke, Virginia Chapter. The new officers from left to 
right are: Mrs. Dorothy Maxey, Corresponding Secretary; 
Mrs. Elsie Howard, Vice President; Ruth Layman, President; 
Lena Beamer, Recording Secretary; Louise Shumate, Treasurer. 
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California-Arizona Conference 


The Hotel Lafayette, Long Beach, California, was the 
scene, Jan. 12-13, 1952, of the California-Arizona Regional 
Conference with QUEEN BEACH CHAPTER acting as 
hostess to 80 members from 17 chapters. Mrs. Shella Sharpe, 
Southwestern Vice-President, presided. Mary H. Barrett, 
National President, and Helen Boyle, National Treasurer, 
also attended the conference. Mrs. Barrett and Mrs. Sharpe 
were interviewed on Kay Mulvey’s Open House, a television 
program on Station KTTV, Los Angeles. 


The business session was opened by Mayor Burton Chace 
of Long Beach, who officially proclaimed Jan. 12-13 as 
“Secretaries’ Days,” point out that the secretary is the “outer 
office” of her place of business; she is the “key person” in 
the firm and “can make or break her employer.” 


Reports were received from chapter delegates and mem- 
bers of Standing Committees. Gladys Martin reported on 
the progress of the proposed policy and procedure manual. 
Gladys Bauer, District ICC Vice-Chairman and Member of 
the CPS Institute, reported on CPS and introduced Dr. Fred 
Tidwell, of Seattle, member of CPS Institute, who spoke 
briefly on the CPS program and the results of the examina- 
tion, after which he answered questions. 


Guest speaker at the banquet held in the beautifully- 
decorated Campbell Roof was the Honorable O. K. Morton, 
Presiding Judge of the Superior Court, Riverside, California, 
and honorary member of NSA whose humorous and in- 
formative talk, “NSA Looks at 1952,” was thoroughly en- 
joyed by everyone. 

The members were privileged and delighted to witness 
the presentation by National President Mary H. Barrett to 
former Southwest District Vice President Gladys Martin 
the first permanent past officer's pin to be conferred. 


The Conference reconvened Sunday morning for a com- 
bined brunch and business session. Colored films of the 
Tournament of Roses Parade were shown. The balance of 
the session was devoted to a discussion of such subjects as 
the home project, membership, group insurance, and the 
possibility of NSA entering a float in next year’s Tourna- 
ment of Roses parade. 


Pictured at the opening business session of the California- 
Arizona Regional are, left to right: Mary Barrett, National 
President; Jane Peters, President; Queen Beach Chapter; Shella 
Sharpe, SWVP; Louella Darnell, VP, Queen Beach Chapter; 
Helen Boyle, National Treasuer; Mayor Bur:on Chace, Long 
Beach; Lois Hanson, Northern California ICC. 
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NEWS FROM 





THE FOUR CORNERS OF NSA 











J. M. “MIKE” CHRISTENSEN 
HONORARY NSA MEMBER 
Mike was born on a ranch west of Lara- 
mie, Wyoming July 2, 1905, and moved 
to Laramie a year later. He spent 17 
years with the Gem City Grocery Com- 
pany and operated his own grocery and 
market for a number of years. In the 
fall of 1939 he entered the insurance 
business and now has the local agency 
of Milwaukee Mechanics’ Insurance 
Company. He has one son, Don, a senior 
at the University of Wyoming. He loves 
Wyoming, hunting, fishing, wood work- 
ing, alabaster work, and he says he 

“loves all NSAers.” 


SOUTHEASTERN DISTRICT 

ODESSA HENSON 

c/o Rich's 

Atlanta, Georgia 

MONUMENTAL CHAPTER, Bal- 
timore, joined with the Society for the 
Advancement of Management on De- 
cember 4, and presented Dr. Lillian 
M. Galbreath, who spoke on “The 
Place of Teamwork Today.” In Janu- 
ary Mr. Dwight Jacobus, of the Depart- 
ment of Education, and Mr. J. Ross 
Myers, III, of the Junior Association 
of Commerce, collaborated on a talk 
about the economic facts of life—using 
as their theme the American System 
of Living versus Socialism and Com- 
munism. It is very gratifying to note 
the contribution our chapters are mak- 
ing to the civic life of their respective 
towns. 

The MALABOUCHIA CHAPTER, 
Jackson, has arranged with the Uni- 
versity of Mississippi and Millsaps 
College to make the resources of both 
these schools available for a CPS study 
course. This course will be available to 
members as well as other secretaries 
who might be interested in enrolling. 


A book review given by Miss Anna- 
belle Koontz was very instructive. 

The WAYNESVILLE CHAPTER 
members really hit the newspaper 
headlines when they furnished the 
decorations for the Annual Football- 
Band Banquet held in Waynesville. The 
story of this event stated that the hall 
“decorated in the football and band 
motif by the artistic Secretary’s Club, 
created a gala atmosphere which 
prompted person after person to re- 
mark that the occasion surpassed any- 
thing ever staged here in the nature of 
a similar banquet.” 

The MEMPHIS CHAPTER is put- 
ting its shoulder to the wheel in co- 
operating with Veep Margarette Bibb 
in all of her activities. This chapter 
enjoyed a visit from Southwestern Vice 
President Shella Sharpe recently. The 
proceeds of this chapter’s annual bene- 
fit card party are used to provide a 
business school scholarship. Miss Betty 
Louise Farness has been selected for 
this year. 

All members of the PIONEER 
CHAPTER, Charlotte, worked untir- 
ingly to make the Southestern Regional 
meeting held there January 25-27 the 
big success it was. Margarette Bibb 
filled her niche as presiding officer ad- 
mirably, and Lois Sasser was the con- 
vention chairman. 


NORTHWESTERN DISTRICT 

Miss LAURIE MAE SANDERS 

1326 East Ninth Street 

Olympia, Washington 

Reports of holiday “good deeds” are 
still coming in} HAWKEYE CHAP- 
TER of Des Moines made Christmas 
happy for five orphan Negro children 
and plans to look after them as a year- 
round project. Among the chapters 
ringing bells for the Salvation Army 
Kettles were the SIOUX CHAPTER 
of Sioux City, and the SPOKANE 
CHAPTER of Spokane. Instead of ex- 
changing gifts, each member of the 
EVERGREEN CHAPTER, Denver, 
contributed a dollar for the patients of 
the TB Ward of Denver General Hos- 
pital. 

Secretaries are never too busy to 
lend a helping hand! Energetic MINN- 


ARROW CHAPTER, of Duluth, not 
only held a rummage sale and a food 
sale but found time to assist in address- 
ing over 1200 envelopes for the Asso- 
ciation for Advancement of Research 
for Multiplesclerosis. SIOUX CHAP- 
TER assisted with the Tuberculosis Seal 
Drive and the March of Dimes Cam- 
paign. SACAJAWEA CHAPTER of 
Seattle, having given sufficient volun- 
tary contributions to the Foster Parent 
Program, has made application to 
adopt a child in Europe for one year. 

Employers have not been forgotten. 
Those in Minneapolis were honored 
by a banquet given by the GOPHER 
CHAPTER at the Minneapolis Athletic 
Club, and those in Grand Junction 
were feted at a dinner hosted by 
BOOK CLIFF CHAPTER in the Rain- 
bow Room of the American Legion. 

LARAMEE CHAPTER of Laramie, 
has a mother-daughter membership 
combination, having recently initiated 
Mary Louise Starr, the daughter of the 
Chapter President, Caroline Starr. This 
chapter has elected to Honorary Mem- 
bership Mr. J. M. “Mike” Christensen 
because of his “untiring interest, per- 
fect cooperation, and invaluable assist- 
ance to NSA.” SACAJAWEA CHAP- 
TER also has its second honorary mem- 
ber, Dr. Fred M. Tidwell of the Uni- 
versity of Washington and Chairman 
of the Educational Committee of CPS 
Institute. 

TEEPEE CHAPTER of Pocatello, 
has been busy with a bazaar and a 
raffle. 


BE A FLIGHT » 
HOSTESS! 


Romance - Travel - ‘Gomow 
New adventures every da’ 
A full time vacation wi 








8 pay. 

OUR graduates go to WORK! 
Over 2,000 McConnell flight 
graduates fly with 26 airlines. 

YOU can TOO! 
Send 10c for catalog. 


McConnell Ginbeste 
FLYS FOR T.W.A. 
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Pictured above are the officers of the 
newly installed Fruitland Chapter. Stand- 


ing, left to right: Mrs. Mary Lenting, 
State Advisor; Margaret Boumeister, 
Treasuer; Ruth Lanning, Recording Sec- 
retary; Elsie Eysenback, Corresponding 
Secretary. Seated, left to right: Mrs. 
Charles Stalorites, President; Christine 
Mildon, Vice President. 


NORTHEASTERN DISTRICT 
Mrs. LEO HORCHOW 
c/o J. C. Breyfogle 
74 E. Gay Street 
Columbus 15, Ohio 


Dear NSA Diary: “ROME” is in 
the news, again. Rome, NEW YORK. 
They write me that back in 1948 two 
chapters of NSA were installed in 
ONEIDA COUNTY, Utica and Rome 
Chapters, in order. Rome says this 
“NSA FIRST” should be credited to 
ONEIDA COUNTY — and extend 
their hearty congratulations to NIAG- 
ARA FALLS. 

Let's take a quick run-down of Boss 
Nights. In November, the SCHENEC- 
TADY CHAPTER, celebrated; TREN- 
TON chose October; December found 
the FLOWER CITY CHAPTER, 
Rochester, entertaining the Bosses; 
KALAMAZOO CHAPTER will en- 
tertain in February; NEW YORK 
CITY CHAPTER in March; and LAN- 
CASTER, have invited the Bosses in 
April. 

Down “gossip lane,” we find Dan 
Cupid has been playing havoc with 
the SCHENECTADY CHAPTER, 
capturing five of its “singles” since the 
first of the year. The LAKE SHORE 
CHAPTER, of the “Windy City,” 
again acted as hostess for a dinner 
honoring the National Officers and 
members of the CPS Institute during 
the recent meeting there. Twelve new 
members has BUFFALO, one of our 
really fast growing chapters. TIRE 
TOWN is busy with preparations for 
its annual Bridge Party to be held at 
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the Students Lounge of the University 
of Akron. SOUTH BEND CHAPTER 
rolled out its sixth birthday cake on 
January 14, with the first President, 
Dina DeStoop, serving as official “cut- 
ter.” EVANSVILLE CHAPTER re- 
cently celebrated its “lucky seventh” 
anniversary with a gift from its Mem- 
bership Committee of four new mem- 
bers and thirteen prospects. ZANES- 
VILLE CHAPTER members are “fit 
as a fiddle,” and to prove it they have 
undergone X-Ray in their splendid 
work with the Mobile Tuberculosis 
X-Ray Unit—a wonderful way of com- 
bining personal welfare with worth- 
while work, girls! The PHILADEL- 
PHIA CHAPTER is brushing off the 
school bags and sharpening pencils for 
that trip “back to school,” an extensive 
course in preparation for the coming 
CPS exams. SPRINGFIELD, JACK- 
SONVILLE, PEORIA, and BLOOM- 
INGTON CHAPTERS held a joint 
tea in Springfield; voted it an annual 
affair; Bloomington the choice for the 
1952 meeting. WINGS CHAPTER, 
proved “charity begins at home,” by 
giving clothing and gifts, plus $173 
in cash to Mary B. Smith, (Bulletin 
Editor) and her small son who were 
burned out of house and home at 
Christmas time. Marie Pine, also of 
the DAYTON CHAPTER, is moving 
to WASHINGTON, D. C., to follow 
her boss in his new appointment as 
Congressman Paul Schenk. The WA- 
TERBURY CHAPTER has engaged 
Mr. Gilbert F. Berry, Director of Per- 
sonnel at Transocean Air Lines, Wind- 
sor Locks, Connecticut, as instructor 
for its current course, “Advanced Sec- 
retarial Techniques,’ in cooperation 
with the University of Connecticut Ex- 
tension Center and, of course, CPS! 
NIAGARA FALLS CHAPTER is 
“rummaging” for the benefit of its 
Scholarship Award. The STORY OF 
THE MONTH comes from the PAT- 
ERSON CHAPTER. One of its mem- 
bers, Helen Guala, has been presented 
a plaque by her boss, former Mayor 
Michael DeVita, on the eve of his de- 
parture from office, carrying this in- 
scription—“for untiring efforts, effici- 
ency, devotion, and constant good 
cheer.” 


QUIET, DIARY! So, you're always 
wanting to know about interesting peo- 
ple and outstanding subjects of these 
speakers round-about NSA. NEW 
YORK CITY CHAPTER recently 
heard Dr. Don J. Shea, Personnel Of- 
ficer of the State of New York, dis- 


cussing “Some Thoughts on Current 
Trends”; Lt. Col. Barton F. Walker, 
of the Schenectady, New York, Army 
Depot met with the Chapter of that 
city to tell them “Why We Are Fight- 
ing in Korea”; Miss Dorothy L. Ed- 
wards, Assistant Employment Mana- 
ger, of Armstrong Cork Company, of 
LANCASTER, PENNSYLVANIA, has 
apprised NSA’ers over there on “Train- 
ing for Secretaries”; while Mr. Ralph 
D. Myrick, Sales Consultant, told “all” 
to the BUFFALO members on “Sales 
Relations in Business.” TIRE TOWN 
CHAPTER recently listened with keen 
interest to a talk by Dr. F. T. Moore, 
of the staff of Akron City Hospital. 
The PHILADELPHIA CHAPTER 
found “magic” with Roy B. Lucy, Jr., 
Representative for The Curtis Publish- 
ing Company, when he showed that 
company’s fine film, “Magazine Magic” 
for its members. At the same meeting, 
Miss Louise Bruel, Representative of 
the Coty Company of New York, dis- 
cussed “Cosmetics and Perfume.” Miss 
Agnes Thompkins, Head of the Secre- 
tarial Science Department, of EVANS- 
VILLE, Indiana, College, spoke to this 
Chapter on “CPS—from the Viewpoint 
of College Preparation.” FLOWER 
CITY (Rochester, N. Y.) CHAPTER 
were charmingly entertained by Allen 
Sisson, local radio commentator. They 
will listen to a Tax Consultant at the 
February meeting. PATERSON (N.J.) 
CHAPTER was spellbound listening 
to Miss Joan Human, of the Govern- 
ment Information Office of the Union 
of South Africa, whose topic was “His- 
tory, Development and Economic Situ- 
ation,’ of her native country. CON 
BRIO, of Bloomington, has really hit 
the “jack-pot” with its list of notable 
speakers. Herbert M. Livingston, prom- 
inent local Attorney spoke on “LAW, 
the Origin of Its Courts, and Its Prece- 
dents”; Dr. Leonard Esper, State Ad- 
jutant of the American Legion, will 
discuss the “Purpose of the American 
Legion.” Future speakers will be Har- 
old Walters, topic “Insurance”; Dr. 
Wilbur Bell, topic “Socialized Medi- 
cine’; Don Bollinger, speaking on 
“Business Machines”; and, Mr. Gilbert 
Alcott will bring the CON BRIO mem- 
bers up-to-date on “City Manager Form 
of Government.” 


This Reporter desires to express ap- 
preciation to all CHAPTERS of the 
NE District for their splendid cooper- 
ation in reporting the news. It has 
been great fun! Keep it coming! 
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SOUTHWESTERN DISTRICT 
GLapys V. BAUER 
1930 Arizona Avenue 
Santa Monica, Calif. 


THE SAN DIEGO CHAPTER is 
the youngest chapter of the Southern 
California-Arizona Division of NSA, 
and for a chapter not quite a year old 
the members are making splendid 
progress. In conjunction with the City 
School System, a course has been set 
up on Advanced Secretarial Training. 
Members are acting as counselors for 
students majoring in secretarial courses 
at State College, and a scholarship for 
a complete secretarial course is being 
offered to an honor student. 


SAN DIEGO CHAPTER members 
enjoy reading other chapter bulletins 
and request interested chapters place 
them on their exchange list. Their bul- 
letin is “The Bay Window.” 


QUEEN BEACH CHAPTER, Long 
Beach, California held its second an- 
nual joint meeting with the local chap- 
ter of NOMA, National Office Man- 
agement Association, in the Supper 
Room of the Lafayette Hotel, January 
8. Guest speaker was Waldo Marra, 
Vice President of the American Busi- 
ness Writing Association; consultant 
on business form letters for the Bank 
of America; author of “Streamlined 
Letters” and “How to Put Letters to 
Work.” His talk on “Letter Writing,” 
in which he pointed out common faults 
in letter writing and outlined the com- 
ponents of the ideal letter, was both 
entertaining in its humor and educa- 
tional in the facts and ideas presented. 


On January 15, twenty-two members 
and guests gathered at the Old Plan- 
tation to observe the Fifth Anniver- 
sary of the HARRY S. TRUMAN 
CHAPTER, Independence, Missouri. 
Mayor Robert P. Weatherford, Jr., 
spoke on “Projecting into the Future” 
and stressed the importance of Inde- 
pendence as a unit in a metropolitan 
pattern of the surrounding cities. 


Members of SHOW ME CHAP- 
TER, Jefferson City, joined COLUM- 
BIA CHAPTER as dinner guests of 
the COLUMBIA CHAPTER of 
NOMA to hear Mrs. Vera Greene of 
Worcester, Massachusetts, discuss 
“Women at Work.” 


Vera Talbot of HEART OF AMER- 
ICA CHAPTER is proud of her boss 
Mr. Cliff J. Kaney, who was recently 
elected President of the Kansas City, 
Missouri, Chamber of Commerce. 
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WESTPORT CHAPTER members 
of Kansas City are going to have magic 
in their voices. Together with the Uni- 
versity of Kansas Extension Service, 
they are sponsoring a course in Voice 
Appeal. They recently completed a 
course in “Effective Business English.” 


A successful Boss Night took place 
in January at Cape Girardeau, Mis- 
souri, GIRARDOT CHAPTER en- 
tertained with a quiz—five bosses in 
red and gold mortarboards were ex- 
perts; the crowning of Dr. Norman J. 
Newell as Boss of the Year; imperson- 
ations and monologues by Jim Jones; 
and a special barbershop skit given by 
the secretaries. Gifts were presented to 
each boss or “angel,” as they were 
called that evening. 

A recent raffle netted over $1000 
for the ANACACHO CHAPTER, 
Houston, Texas. They recently installed 
twelve new members. 

In addition to civic projects, the 
VALLEY OF THE SUN CHAPTER, 
Phoenix, Arizona, through the auspices 
of its own Welfare Committee, visits 
members who are ill. Phoenix members 
are to be congratulated on the fine 
radio publicity received for NSA. 

As a result of publicity in the Los 
Angeles Times regarding the CPS In- 
stitute Meeting in Chicago, Professor 
Ruth Toothaker, on the staff of Secre- 
tarial Administration and Business Ed- 
ucation at the University of Southern 
California, expressed an interest in be- 
coming a member of NSA. As a guest 
of the SANTA MONICA CHAPTER 
at their February 5 dinner meeting, 
she outlined methods by which Uni- 
versity of Southern California could 
help in giving educational courses to 
the Santa Monica members as well as 
non-NSA secretaries. 


A delightful luncheon, given by the 
GOLDEN GATE CHAPTER on Jan- 
uary 26 at the Hotel Mark Hopkins, 
was the springboard for furthering 
CPS activities in the San Francisco 
Bay Area. The speaker was M. Fred 
Tidwell, Ph.D., head of the Secretarial 
Science Department of the University 
of Washington and member of the CPS 
Institute. Leaders of the GOLDEN 
GATE CHAPTER and LAKE MER- 
RITT CHAPTER have been meeting 
with Dr. Tidwell and staff members 
of the University of California Exten- 
sion College to map out courses for 
preparation for the CPS exams. More 
than fifty members and their guests 
were present. 

The BIG D CHAPTER, Dallas, 
Texas, was honored by a visit from 
Mary Barrett, National President; Hel- 
en Boyle, National Treasurer; and 
Shella Sharpe, SWVP. While enroute 
to the California-Arizona Regional, 
these national officers also visited the 
SAN DIEGO CHAPTER. Helen Sew- 
all, President of the BIG D CHAP- 
TER, assisted by Lurline Smith, ar- 
ranged a luncheon in the Baker Hotel, 
in honor of the visit, followed by an 
ice show and then cocktails in the new 
Insurance Club of Dallas, as the guests 
of Emerson Davis, Helen Sewall’s em- 
ployer. Pictured below are, left to right 
Helen Boyle, Marry Barrett and Shella 
Sharpe at the home of Margaret Sims, 
right. 

One of the projects followed by BIG 
D CHAPTER this year is that of en- 
tertaining members of the women in 
armed forces stationed in Dallas. Each 
month at their dinner meeting the Big 
D girls have as their guests two mem- 
bers of the Women’s Army Corps, the 
WAVES, WAAFS, or Women’s Ma- 
rine Corps. 





Fifteen 





AD, IT'S BETTER THAN EVER! © 


Soon, your Panama-Beaver Man will offer you a new typewriter ribbon that will 
produce better work, easier work at lower cost...an entirely new typewriter ribbon 
for all manual and electric typewriters. 

Because you have learned that it pays to get his help we are sure you will be 
more happy than ever to see your Panama-Beaver Man about our new typewriter 
ribbon. We back him up with “the line that can’t be matched since 1896” ...our 
new typewriter ribbon is one more reason why he can make you look better in 
print with less effort at lower cost. 

The aims of our company are to make and sell only the finest quality typewriter 
carbon papers, inked ribbons, Unimasters and duplicating carbon papers. Your 
Panama-Beaver Man knows these products thoroughly and will often help to cut 
work and costs by using better supplies. 

If you haven’t met your Panama-Beaver Man, call our local office...become 
acquainted with your local Panama-Beaver Man, he can help you get more and 
better service from your machines and supplies with Panama-Beaver products. 
Ask him for your free Patented Racer Arm. 


Here's YOUR MAN 


ATLANTA, The Tidwell Company 
AURORA, Panama-Beaver, Inc. 


BALTIMORE, 
Coronet Carbon & Ribbon Co. 


BATON ROUGE, 

Kuhimann Office Supply 
BEAUMONT, Vondersmith Co. 
BIRMINGHAM, Kime Company 
BOSTON, 

Manifold Supplies Co. of Mass. 
BUFFALO, Century Carbon Co. 
CHATTANOOGA, Panama-Beaver, Inc. 
CHICAGO, Panama-Beaver, Inc. 
CINCINNATI, Panama-Beaver, Inc. 
CLEVELAND, Panama Carbon Co. 
COLUMBIA, 5S. C., 

A. Hines McWaters 
COLUMBUS, Panama Carbon Co. 
DALLAS, Panama Carbon Co. 
DAVENPORT, Panama Carbon Co. 
DENVER, Commercial Products 
DES MOINES, Panama Carbon Co. 
DETROIT, Panama Carbon Co. 

EL PASO, The Office Supply Shop 
EVANSVILLE, Panama-Beaver, Inc. 
FORT WAYNE, Panama-Beaver, Inc. 
FORT WORTH, Mayton & Roddy 
HARRISBURG. 

Coronet Carbon & Ribbon Co. 
HOUSTON 

Benson Carbon & Ribbon Co. 
HUNTINGTON, 

Huntington Typewriter Co. 
INDIANAPOLIS, Panama-Beaver, Inc. 
JACKSON, Standard Stationers 
JACKSONVILLE, FLA., 

Panama Carbon Company 
KANSAS CITY, Panama-Beaver, Inc. 
KNOXVILLE, Panama-Beaver, Inc. 
LOS ANGELES, 

Wilson’s Carbon Co., Ltd. 
pret Panama-Beaver, Inc. 
MARQUETT’ 

Upper on Office Supply Co. 
MEMPHIS, Panama-Beaver, Inc. 
MIAMI, Panama Carbon Company 
MILWAUKEE, Panama-Beaver, Inc. 
MINNEAPOLIS, Panama Carbon Co. 
MOBILE, Office Supplies, Inc. 
MONTREAL, CANADA, Stencils Ltd. 
NASHVILLE, Panama-Beaver, Inc. 
NEW ORLEANS, Panama-Beaver, “® 
NEW YORK, 

Mutual Ribbon & Carbon Co. , 
neem, 

Wm. H. Coleman Associates 
OKLAHOMA CITY, Branham’s, Inc. 
OMAHA, Panama Carbon Company 
PATERSON, 

Wm. H. Coleman Associates 
PEORIA, Panama-Beaver, Inc. 
PHILADELPHIA, 

Carbon & Ribbon Service 
PITTSBURGH, Panama Carbon Co. 
PORTLAND, Simmons Carbon Co. 
RICHMOND, 

Cole, Harding & James, Inc. 
ROANOKE, Caldwell Sites Co. 
ROCKFORD, Panama-Beaver, Inc. 
ST. LOUIS, Panama-Beaver, Inc. 
$T. PAUL, Panama Carbon Co. 

SAN ANTONIO, Paul Anderson Co. 
SAN FRANCISCO, Panama Carbon.Co. 
SOUTH BEND, Panama-Beaver, Inc. 
SPOKANE, Imperial Carbon Co. 
TAMPA, Stallings-Jenkins Co. 

TERRE HAUTE, Panama-Beaver, Inc. 
TULSA, Panama Carbon Company 
WASHINGTON, 

Coronet Carbon & Ribbon Co. 
WAUKEGAN, Panama-Beaver, Inc. 
WICHITA, Panama-Beaver, Inc. 
WINNIPEG, CANADA, 

R. Bradley & Co., Ltd. 


“Cl yourtocal PAMAMA-BEAVER MAN... 2luayd_2 Lie witel— 
Yanama-eave 


INKED RIBBONS FOR EVERY OFFICE MACHINE CARBON PAPER FOR EVERY OFFICE USE DUPLICATING SUPPLIES NEEDED IN EVERY OFFS 
P. B. Master Backing Sheet Duplicating Carbon Paper y, 


Unimasters for all liquid, 
spirit or chemical machines 


Billing & Bookkeeping Machines Accounting Carbon Paper Payroll Carbon Paper 
Adding Machine Ribbons Multilith Ribbons Billing Carbon Paper Pencil Carbon Paper 
Addressograph Ribbons Portable Typewriter Correspondence Carbon Printers’ Carbon Paper Mimeograph Unistencils 
Ribbons Paper Register Rolls—All machines Mimeograph Stencil Inks 
Teletype Ribbons Legal Carbon Paper All widths, all windings Correction Fluid Music Masters 
Typewriter Ribbons Lustra Hand Cleaner 


Accounting Ribbons 
Patented Racer Arms 


Bookkeeping Ribbons Ebony Unimaster 


Carbon Paper Ribbons 
Electric Typewriter 


ALL SIZES + ALL COLORS + ALL INKINGS + ALL LENGTHS + ODD SIZES 
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